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Q&D - Operations Offices Records Disposition Schedules - Oregon 

1/31/2011

The administrative record is required for issuance of 
draft and final permits for Prevention of Significant 
Deterioration (PSD), Resource Conservation and 
Recovery Act (RCRA), National Pollutant Discharge 
Elimination System (NPDES), and Underground 
Injection Control (UIC), when EPA is the permitting 
authority. The record includes the permit application, 
draft permit or notice of intent to deny, statement of 

06/30/2007

Archives 5 

external 

at end of 

Close file when comments are 
summarized.

Destroy after file is closed.

Close inactive records at issuance of 
administrative record.

Destroy 30 years after file closure.

Page 1 of 17R10 InfoPage | One EPA Workplace

10/20/2014http://r10napps3.r10.epa.gov:9876/r10/infopage/infopage.nsf/4bb5d2c2196a420e8825650...



PSD, and 

quality 

the 

benzene, 

emissions and state 

documents.

02/29/2012

12/31/2007

and 

from meetings or 
03/30/2007

records include all correspondence and related 
records pertaining to the award, administration, 
receipt, inspection and payment of any and all 
contracts to which EPA is a party and which are 
maintained and used by the Agency or Contracting 
Officer for contract documentation and for 
performance and financial monitoring and oversight 
activities. Also includes reviews and audits 
conducted by the Financial Analysis and Rate 
Negotiation Service Center (FARSC).
Excludes: Superfund site-specific contract 
management records scheduled as EPA 020; final 
deliverables scheduled as EPA 258; and unsuccessful 

10/31/2008

Close inactive records at issuance of 
administrative record.

Destroy 10 years after file closure.

Close inactive records at end of year.

Destroy 5 years after file closure.

Close inactive records at end of year.

Destroy 5 years after file closure.

Close inactive records at end of 
congressional session.

Destroy 5 years after file closure.

upon filing of 

order or work 

contract.

Close inactive records upon filing of 
final invoice or completion or 
termination of the task order or work 
assignment.
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Representative (COR)
Formerly called Project Officer (PO)

12/31/2010

06/30/2009

cases referred to Office of Regional Counsel or 
other offices with enforcement authority, for action 
against a pollution source or discharger. Includes 
correspondence, meeting documentation, 
inspections, field notebooks, evaluations, 
documentation of administrative actions including 
notices of violation, notices of deficiency, 
information requests, warning letters, 
administrative compliance orders, documentation 
of civil and criminal actions, corrective action 
orders, attorney work products, case summaries, 
pleadings, state and local enforcement records, 

Close inactive records upon settlement 
or closing of case.

Destroy 10 years after file closure.

Close inactive records upon 
settlement or closing of case.

Destroy 20 years after file closure.

Close inactive records upon 
settlement or closing of case.

12/31/2012

upon issuance 

Archives in 5 

Close inactive records upon decision 
to not publish or issue.

Destroy 10 years after file closure.

Close inactive records at end of year.

Destroy 10 years after file closure.
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Electronic copy of records transferred to the 
National Archives
Includes cases as designated by the Regional 
Administrator's designee.

destroy paper after quality 
assurance is completed.

Close inactive records upon 
settlement or closing of case.

Transfer to the National Archives 5 
years after file closure, with any 
related documentation and external 
finding aids, as specified in 36 CFR 
1235.44-1235.50 or standards 
applicable at the time.

Close file upon transfer to the 
National Archives.

Delete after electronic record copy 
is successfully transferred to the 
National Archives.

12/31/2010

records relating to hazardous waste sites at 
federal facilities that have been submitted under 
RCRA or CERCLA for preliminary assessments. 
Specific types of records include correspondence, 
memoranda, meeting notes, work plans, financial 
and technical progress reports, statements of 
work and other site-specific contract 
documentation, hazardous ranking system (HRS) 
packages, national priorities list (NPL) 
determination, preliminary assessments (PA), site 
assessments (SA), sampling and analysis data, 
pollution reports (POLREPs), endangerment 
assessments, risk assessments, health and safety 
plans, remedial investigations (RI) reports, 
feasibility study (FS) reports, proposed plans for 
selected remedial action, and applicable or 

12/31/2010

case.

Close inactive records upon 
settlement or closing of case.

Transfer nonelectronic records to 
the National Archives 30 years after 
file closure.

Transfer electronic records to the 
National Archives 5 years after file 
closure, with any related 
documentation and external finding 
aids, as specified in 36 CFR 
1235.44-1235.50 or standards 
applicable at the time. Delete EPA 
reference copy 30 years after file 
closure.

at issuance 

Close inactive records at issuance 
of ROD for the site or operable unit 
and appropriate milestones 
thereafter.

Transfer to the National Archives 5 
years after file closure, with any 
related documentation and external 
finding aids, as specified in 36 CFR 
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of 

2/28/2011

request not appealed
Includes correspondence and supporting 

02/01/2007

Close file upon transfer to the 
National Archives.

Delete after electronic record copy 
is successfully transferred to the 
National Archives.

upon 

specified 

time.

upon 

Close inactive records upon 
completion of project.

Destroy 7 years after file closure.

Files.

Dispose of in accordance with the 
approved Agency disposition 
instructions for the related 
records, or with the related FOIA 
request, whichever is later.
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Sites Remedial 

or 

08/31/2007

document all types of agreements with other 
federal, state, or local government agencies, 
universities, non-profit organizations, Tribes, 
and other institutions to which EPA is a party, 
and that support EPA's environmental 
programs (other than Superfund site-specific, 
and waste water construction and state 
revolving fund grants). Specific types of 
agreements include assistance agreements, 
grants, cooperative agreements, interagency 
agreements, agreements for "guest" workers, 
and other types of program support 
agreements administered by headquarters or 
EPA regions and that provide for research, 
demonstration projects, training, fellowships, 
investigation, surveys, studies, or other types 
of program support activities.

Also includes supporting documentation. 
Specific types of records include, but are not 
limited to, documentation of significant actions 
and decisions relating to and supporting the 
award of agreements, documentation of 
actions and decisions relating to the 
competition of agreements, announcements 
and solicitations of funding opportunities, 
justifications, requests and justifications for 
the non-competitive award of agreements, 
cost estimates, scopes of work, 
correspondence, applications, pre-award 
reviews, funding decisions, award 
documentation, documentation relating to the 
evaluation of proposals and applications, 
conflict of interest documentation, transmittal 
correspondence, agreements, agreement 
oversight activities, non-compliance 
documentation, dispute documentation, audit 
records, closeout documentation for 
completed agreements; and reports and 
evaluations resulting from agreements.

Excludes: Final products and deliverables (EPA 
258), Superfund site-specific grants and 
agreements (EPA 001), and waste water 

7/31/2010

Close inactive records when EPA 
concurs with notification of no 
further action from Corps of 
Engineers.

Destroy 20 years after file 
closure.

Close inactive records 
immediately after closeout of the 
agreement. 

Destroy 10 years after file 
closure.
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the office 

-to-day 
including 

reports 

are prepared in the 

1/31/2009

authority and UIC exemptions - Electronic 
copy of records transferred to the National 

not 

not 

Close file upon transfer to the 
National Archives.

Delete after electronic record 

12/31/2012

Destroy when 2 years old.
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is 

Close inactive records at permit 
renewal or termination 
(revocation or expiration) or at 
end of calendar year.

Destroy 5 years after file 
closure.

1/31/2011

-

12/31/2009

at the 

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully transferred 
to the National Archives.

Close inactive records at end 
of calendar year.

Destroy 5 years after file 
closure.
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12/31/2010

environmental mission activities -
Nonelectronic

environmental mission activities -
Electronic

environmental mission activities -

04/30/2012

at end 

at end 

Close inactive records at end 
of year.

Destroy 3 years after file 
closure.

upon 

file 

Close inactive records upon 
publication or when document 
becomes obsolete, is 
superseded, or no longer 
needed to support program 
activities.

Transfer to the National 
Archives 5 years after file 
closure, with any related 
documentation and external 
finding aids, as specified in 36 
CFR 1235.44-1235.50 or 
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promotional items

transporters, and TSD facilities. Includes 
facilities that comply with regulations 
without following the usual permitting 
process.

4/30/2011

Consists of site-specific records relating 

Close inactive records after 
publication or when 
document becomes 
obsolete, is superseded, or 
no longer needed to support 
program activities.

Destroy 2 years after file 
closure.

at 

is 

at 

Close inactive records at 
permit renewal or 
termination.

Destroy 10 years after file 
closure.

Close inactive records at 
issuance of ROD for the site 
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other). Includes:

Pre-record of decision (ROD) 
records - Examples of specific 
documents include correspondence 
and memoranda, quality assurance 
project plans (QAPPs), 
endangerment assessment, risk 
assessment, health and safety 
plans, potentially responsible party 
(PRP) searches and investigations, 
projects operations plans (POPs), 
remedial investigation (RI) reports, 
feasibility study (FS) reports, 
proposed plans for selected 
remedial action, and applicable or 
relevant and appropriate 
requirements (ARARs), 
congressional inquiries, community 
relations plans and other site-
specific public awareness records. 
Also includes a headquarters pre-
ROD review package, including site-
specific review requirement and 
review.

Post-ROD records - Examples of 
specific documents include 
correspondence and memoranda, 
the ROD, state concurrence letters, 
ROD delegation documents, 
responsiveness summaries, work 
assignments, progress reports, and 
other documents related to the 
remedial design and remedial 
action phases.

Contains Agency procurement and 
supply records documenting the 
acquisition of goods and non-personal 
services. Documents include copies of 
purchase documents (e.g., purchase 
requisitions, travel authorizations, 
training authorizations, contracts, 
credit card and bank card slips), direct 
deposit forms for vendors, 
specifications, bids, schedules of 
delivery, initiating requisitions, receipt, 
inspection, and payment. Related 

7/31/2010

Close file upon transfer to 
the National Archives.

Delete after electronic 
record copy is successfully 
transferred to the National 
Archives.
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containing 

specific records related to sites which 
were investigated for listing on the 
National Priorities List (NPL) and the 
Brownfields program. Specific types 
of documents include Site Discovery, 
Preliminary Assessment (PA), Site 
Investigation (SI) and Hazard 
Ranking System (HRS) package 
(e.g., facility worksheet scored by 
the region/state, site summary 
documents which describe the site 
conditions or problems), comments, 
supporting documentation deletion 
packages, and documentation which 
verifies that records supporting site 

4/30/2011

Close inactive records 
upon transfer.

Destroy 5 years after file 
closure.

-
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1/31/2011

oversee programs operated in lieu 
of a federal program by states and 
other entities. Includes reports, 
inspections, inventories, 
correspondence, program reviews, 

03/30/2007

-

- File 

-

Close inactive records 
upon remediation 
determination.

Destroy 40 years after 
file closure

at 

Close file upon transfer 
to the National Archives.

Delete after electronic 
record copy is 
successfully transferred 
to the National Archives.

Close inactive records at 
end of year.

Destroy 10 years after 
file closure.
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02/01/2007

forms for payroll processing and 
preparation, including time and 
attendance records upon which 
leave input data is based, such as 
time or sign-in sheets; 
timekeeper signature cards (EPA 
2560-1), time cards (EPA 2565-
1); leave and earnings 
statements (EPA 2560-25); 
payroll error notice (EPA 2560-2); 
flexitime records; leave 
applications for jury and military 
duty; authorized premium pay or 
overtime, maintained at duty 
post, and related documents upon 
which leave input data is based.

6/30/2012

records used by Agency personnel 
in planning, preparing, writing, 
arranging, and conducting 
training programs for EPA and 
non-EPA employees, including 
state and other federal agency 
personnel. Records consist of 
working files generated during 
training development phase, 
training workgroup meeting 
notes, correspondence, training 
participation surveys and rosters, 
instructional materials, manuals, 
and other training aids.

Excludes: Records for training 
administered by the Personnel 
program scheduled as EPA 
571.

materials. 
Includes training course plans 

04/30/2012

Close inactive records 
at the end of the 
month.

Destroy 6 months after 
file closure.

Close inactive records 
at end of pay period.

Destroy 1 year after file 
closure.

Close inactive records 
after course or material 
is superseded.

Transfer to the National 
Archives 5 years after 
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environmental missions of 
the Agency.

training materials -
Nonelectronic.
Includes training course 
plans and materials used for 
training in functions or 
activities related to the 
environmental goals of the 
Agency and its programs.

training materials -
Electronic. Includes training 
course plans and materials 
used for training in functions 
or activities related to the 
environmental goals of the 
Agency and its programs.

04/30/2008

award. 

02/14/2007

N1-412-06-30

Close file upon 
transfer to the 
National Archives.

Delete after electronic 
record copy is 
successfully 
transferred to the 
National Archives.

Close inactive records 
at end of year.

Destroy 10 years after 
file closure.

Close inactive records 
after rejection or 
withdrawal.

Destroy 3 years after 
file closure.
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inter-

of 

and 

-

-

annual and biennial reports -
Electronic copy of records 
transferred to the National 
Archives
Excludes: State 305(b) water 
quality reports submitted to 
Congress by the Headquarters 

2/28/2011

Destroy 20 years 
after file closure.

Close inactive records 
at end of year.

Destroy 10 years 
after file closure.
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Records: 

02/12/2007

Close when 
obsolete, 
superseded or no 
longer needed for 
reference.

Destroy immediately 
after file closure.

Accessibility EPA Locator EPA Home

One EPA Workplace A-Z Index Region 10 Pacific 
Northwest (Internet)

Back to InfoPage
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